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3.  Percentage of time employee will be on business travel - Management estimate.  
This Virtual and Satellite Work Arrangement Analysis Tool will be used to analyze the costs or savings of a proposed or existing virtual or satellite work arrangement, provide justifications for virtual and satellite work arrangements when required, and document the approval or disapproval of virtual and satellite work arrangements, as described in GSA Instructional Letter, CPO-IL-12-04, dated August 1, 2012.  Appendix 1a is included on page 3 of this form, and provides guidance in completing and using this tool.
VIRTUAL AND SATELLITE WORK ARRANGEMENT ANALYSIS TOOL
Part A. Employee Data
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GENERAL SERVICES ADMINISTRATION
Part B. Locality Pay Calculations
Part C.  Virtual Travel Budget Development (Enter percentages as decimals)
1.  Percentage of time employee will work from official worksite/duty station (i.e., virtual or satellite location) - Management estimate.
2.  Percentage of time employee will work from Agency worksite - Management estimate.
4.  Round trip transportation cost per trip to travel to Agency worksite (from federal travel report.)  
5.  M&IE cost per day to travel to Agency worksite (from Per diem chart.)  
6.  Hotel cost per night at Agency worksite (from per diem chart.)  
7.  Additional costs per trip while on travel to Agency worksite (estimated.)  
8.  Average number of nights per trip.  
9.  Total cost per trip to Agency worksite.  
10.  Number of planned trips per year to Agency worksite. 
11.  Annual planned cost (or savings) to travel to the Agency worksite.  
Part D.  Cost Benefit Analysis
1.  Overall cost of virtual or satellite work arrangement.
Total 
Percentage 
Must 
Equal 100%
2.  Percentage above Agency worksite cost for virtual/satellite work arrangement.  
5.  PC&B Delta  (Official Worksite/Duty Station PC&B - Agency WorkSite PC&B)
3.  Official Worksite/Duty Station PC&B (From Salary Tables)
4.  Agency Worksite PC&B (From Salary Tables)
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1.  Provide justification for Virtual or Satellite work arrangements that are more costly than locating the position at the Agency worksite.  
Part E.  Justification
Part F.  Requesting Supervisor 
4.  Virtual and Satellite Work Arrangement
Part G.  Concurrences and Approval/Disapproval
Instructions (Appendix 1a)
 
Your servicing HR Office and CFO staff are available to assist you in completing your analysis.Part A.  Employee Data:1.  Employing Office: Self explanatory.2.  Employee Name: For existing virtual and satellite work arrangements, fill in the employee's name.  For proposed virtual or satellite work
     arrangements, fill in the employee's name for proposed reassignments or transfers; for proposed recruit actions, leave blank.  3.  Grade: Self explanatory.4.  Step: Use actual step for existing arrangements, reassignments or transfers; use step 4 for recruit actions.5.  Position title and series: Self explanatory.6.  Supervisory Status: Supervisory or non-supervisory.Part B.  Locality Pay Calculations:1.  Official worksite/duty station: Use the actual or proposed official worksite/duty station for the position. If this is a recruit action and there are multiple
     potential official worksite/duty stations, use the highest cost potential official worksite/duty station.2.  Agency worksite: Use the regular official worksite/duty station for the position of record; the physical address or place where the employee would
     work if not a virtual or satellite employee.3.  Official worksite/duty station PC&B: Total annual Personnel Costs and Benefits (locality pay and benefits) at the proposed official worksite/duty
     station.4.  Agency worksite PC&B: Total annual Personnel Costs and Benefits (locality pay and benefits) if the position were located at the Agency worksite.5.  PC&B Delta: The form calculates the difference between PC&B costs at the official worksite/duty station and the Agency worksite. If the official
     worksite/duty station costs are higher, this is a positive number. If the official worksite/duty station costs are lower, this is a negative number.Part C.  Virtual Travel Budget Development:1.  Percentage of time employee will work from the official worksite/duty station (i.e., virtual or satellite location): Projected percentage of time in a
     calendar year that the employee will work from the proposed official worksite/duty station. For existing arrangements, use historical data.2.  Percentage of time employee will work from agency worksite: Projected percentage of time in a calendar year that the employee will be required to
     travel to the Agency worksite. For existing arrangements, use historical data.3.  Percentage of time employee will be on business travel: Projected percentage of time in a calendar year that the employee will be required to travel
     to various locations for business related reasons (e.g., training, customer visits, etc.). For existing arrangements, use historical data.4.  Round trip transportation cost per trip to travel to the Agency worksite: Projected round trip expenses per trip to travel to the Agency worksite. For
     existing arrangements, use historical data.5.  M&IE cost per trip to travel to Agency worksite: Projected meals and incidental expenses per trip to travel to the Agency worksite. For existing
     arrangements, use historical data.6.  Hotel costs per night at Agency worksite: Projected lodging costs per night at the Agency worksite. For existing arrangements, use historical data.7.  Additional costs per trip while on travel to Agency worksite: Any other projected costs per trip to travel to the Agency worksite. For existing
     arrangements, use historical data.8.  Average number of nights per trip: Self explanatory.9.  Total cost per trip: this calculation is derived from the information entered above.10.  Number of trips per year: Self explanatory.11.  Annual cost to travel to Agency worksite: The form calculates the value.Part D.  Cost Benefit Analysis:1.  Overall cost of virtual/satellite work arrangement: The form calculates the costs (or savings) based on the PC&B cost/savings (part B, line 5 of the
     analysis tool) and the travel cost/savings (part C, line 11 of the analysis tool).2.  Percentage above agency worksite cost for virtual/satellite work arrangement: The form calculates the percent difference between the costs
     associated with the proposed work arrangements.Part E.  JustificationJustification must be attached for proposed virtual or satellite work arrangements that are more costly than locating the position at the Agency worksite.The justification for a virtual or satellite work arrangement that has a direct cost must address the benefits to the organization of the work arrangement. These benefits are typically related to enhancing an organization’s ability to recruit or retain talent. The manager/hiring official should consider the following in the justification for the virtual or satellite work arrangement:      *  Recent efforts to recruit or retain high quality candidates for this or similar positions in the Agency worksite;      *  The particular requirements of the position being filled, and how they contribute to difficulty in hiring or retaining quality candidates;      *  Labor market factors that may affect the ability to attract and retain quality candidates at the Agency worksite;      *  The potential use of incentives (e.g., recruitment, retention or relocation incentives) in lieu of a virtual or satellite work arrangement to address
          recruitment or retention issues. The cost of such incentives compared to the cost of a virtual or satellite work arrangement.For reassignments, transfers and existing satellite or virtual work arrangements, managers should also consider:      *  The likelihood that the employee will depart the agency (e.g., relocation of spouse, job offer) absent a virtual or satellite work arrangement;      *  The unique qualifications or positive attributes (e.g., consistently superior performance) of the employee.
Part F.  Requesting Supervisor:  Self explanatory.  
 
Part G.  Concurrences and Approval/Disapproval:Requests to create a virtual or satellite work arrangement in which the total direct costs (PC&B, travel, etc) are the same or less than the cost would be if the employee were located at the Agency worksite must be concurred on by the regional or central office OCFO and HR Directors and approved by the Regional Commissioner, Assistant Commissioner (for Central Office) or equivalent (SES level) in Staff Offices.Requests to create a virtual or satellite work arrangement in which the total direct costs are up to 10% more than the cost would be if the employee were located at the Agency worksite must be concurred on by the Regional Administrator (in regions) or HSSOs (in Central Office) and approved by the Chief People Officer (CPO) and Chief Financial Officer (CFO).Requests to create a virtual or satellite work arrangement in which the total direct costs are more than 10% more than what the cost would be if the employee were located at the Agency worksite must be concurred on by the CPO and CFO and approved by the Administrator.
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